
 

Family Liaison and Support Officer (FLSO) 

Reporting to: Business Manager 

Grade: G5/17 (£22287 actual - £20178 pro rata) 

Hours: 08:15 – 16:15(Term Time Only + 2 weeks) 

The Role 

The main purpose of the Family Liaison and Support Officer (FLSO) is to liaise with children, 

parents/carers, school staff and if need be, outside agencies to develop meaningful 

communication and joint working with all parties to assist students in reaching their potential 

at Grange Primary School.  The role of the FLSO is ever developing and duties and 

responsibilities will be reviewed on a termly basis in line with performance management and 

the Job Description amended accordingly. 

 

Key Responsibilities 

- To manage day-to-day communications with parents, provide information and help 

with any challenges that may arise.  

- To support the school in developing the Parent Teacher’s Association to build parent 

engagement, organise events, trainings, consultation and feedback.  

- To manage any concerns or issues raised by parents/carers  following whole school 

procedures, ensure these are recorded, investigated and timely responses are given 

- To work with specific families around key issues including but limited to attendance, 

engagement, and following codes of conduct within school. 

- To support families in applications for services, and linking them to resources within 

the community 

- To work closely with the inclusion, safeguarding and teaching teams to support 

parental involvement, including completing reports, organising appointments, tracking 

and monitoring. 

- Conduct and understand research gathered at drop off and pick up times, 

parent/teacher meetings to assist in working with families and providing clear 

analysis of needs to assist internal and external agencies. 

- Provide support and guidance for families with challenges in a wide variety of areas 

to include behavioural and SEN 

- Support the induction of new families joining the school 

- Plan, develop, host and review family learning events, during and after school time to 

include attendance workshops 

- Facilitate and organise workshops for parents/carers either by internal and external 

providers at either parent/carer, school staff or external agency request 

- Support school staff and parents in the referral to a range of internal and external 

resources and agencies 

- Provide up to date information for school activities throughout areas of the school 

ensuring both parent/carers and staff are up to date 

 



 

 

General Responsibilities  

- To ensure high standards of behaviour and conduct throughout the school 

- Whilst every effort had been made to explain the main duties and responsibilities of 

the post, each individual task undertaken may not be identified. 

- Employees will be expected to comply with any reasonable request from the Senior 

Leadership Team to undertake work of a similar level that is not specified in this job 

description. 

- All staff at Grange Primary School have a responsibility for promoting child 

protection, safeguarding, health and safety and welfare of all children, staff and 

visitors to the school. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Personal Specification: 

 
Essential 
 
Qualifications: 

 GCSE Grade C in English and 
Mathematics, or equivalent 

 Qualified to work in the UK  
 
Experience: 

  Previous experience in working 
with children and/or parents 

 
Skills:  

 Confident, assertive and able to 
thrive in a challenging environment  

 Good time management skills and 
able to plan time effectively  

 Good organisational skills 

 Computer literacy including 
Microsoft Office and Excel. 
  

Motivation  
 

 Commitment to the potential of 
every child 

 Commitment to inclusion of learners 
with Special Educational Needs, all 
cultural backgrounds and complex 
circumstances 

 Commitment to the importance of 
joint-working with parents and 
families   

 A commitment to the safeguarding 
and welfare of all pupils.  

 
Attributes  

 Helpful and friendly, good people 
skills 

 Able to hold difficult conversations 
when needed, stay calm and 
diplomatic under pressure  

 Adaptable, and flexible 

 Energetic and enthusiastic with a 
naturally positive outlook.  

 
 

 
Desirable 
 

- Further professional qualifications 
relating to the above job description  

- Further relevant experience, 
relating to the above job description 

-  Experience of working in a school 
setting and liaising with pupils, staff 
members and external stakeholders  

- Good working knowledge of SIMS  
 

 


